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Start Exercise

Exercise 1:  
General Ledger – Ledger Inquiry

Step 1. 

Navigate to the following menu path: 
General Ledger >> Review Financial Information >> Ledger >>  

Add a New Value

Expected Results: Add a New Value page displays.

 

Step 2. 

Enter the following information:

Inquiry Name:            “Your initials”LEDGER  (e.g. LMSLEDGER)

Click                           .

Expected Results: Ledger Inquiry page displays.

 

 Step 3. 

Enter or Select the following information:

Unit:                      00050 
Ledger:                  ACTUALS 
Fiscal Year:        2008 
From Period:         1 
To Period:              12

Expected Results: Correct data entry.
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Step 4. 

Select checkboxes for:

Show Transaction Details

Enter or Select the following information in the Value column:

Account:        522000        

Expected Results: Correct data entry.

 

 

Step 5. 

Click                          .

Expected Results: Correct data entry.
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Step 6. 

Pick a link to one of the journal entries to see the journal criteria.

Expected Results: Journal Inquiry Details page displays.

 

 

Step 7. 

Click                    to go back and change inquiry detail information.

Expected Results: Ledger Inquiry page displays.

Exercise 2: Journal Inquiry

Add a New Value

Inquiry Name:       “Your initials”JOURNAL

Journal Inquiry Detailed Information

Unit:                       00050 
Ledger:                  LEDGER 
Fiscal Year:           2008 
From Period:         1 
To Period:              12 
User:                      GLUSER3

Additional Instructions:

Click                            to find results.

Click on Journal ID link to see journal entry.
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Exercise complete.

General Ledger >> Review Financial Information >> Journals >> Add a New Value
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Results

If your screens don’t reflect the ones below, please notify the 
instructor.

 

 

 

 

Exercise 3: Budget Overview

Add a New Value

Inquiry Name:          “Your initials”BUDOVER

Budgets Overview Detailed Information

Description:   Budgets Overview 
Business Unit:   00050 
Ledger Group:   ALLOT 
From Budget:   2008Q2 
To Budget Period:    2008Q2 
Fund From and To:   10020

Additional Instructions:

Click                           to find results.
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Commitment Control >> Review Budget Activities >> Budgets Overview
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Results

If your screen doesn’t reflect the one below, please notify the 
instructor.

 

 

Exercise 4: Budget Details

Budget Details Detailed Information

Business Unit:   00050 
Ledger Group:   ALLOT 
Fund:   10020

Additional Instructions:

1. Click                           to find results.

2. Click link to Account E53000 for Budget Period 2008Q1.

3. Click          next to Budget.

4. Click              to see full results.

5. Click           on 1st line to drill down.

6. Click             to see full results.

7. Click           to show Journal detail.   
Note:  This action will open a new window.

8. Click                                    .

9. Click                                      .
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Commitment Control >> Review Budget Activities >> Budget Details 



12

ENTAP Training
Exclusively for use by the State of Indiana

Issue Date: 01/09/2008

13

ENCOMPASS | Workshop: General Ledger

ENTAP Training
Exclusively for use by the State of Indiana
Issue Date: 01/09/2008

Results

If your screens don’t reflect the ones below, please notify the 
instructor.

 

 

Exercise 4 – Results continued

4.
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Exercise 5: General Ledger – Trial Balance Report

Step 1. 

Navigate to the following menu path: 
General Ledger >> General Reports >> Trial Balance >> Add a New Value

Expected Results: Add a New Value page displays.

 

Step 2. 

Enter the following information:

Inquiry Name:         “Your initials”_TRIAL_BALANCE (e.g. LMS_
TRIAL_BALANCE)

Click                          .

Expected Results: Trial Balance page displays.
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Step 3. 

Enter or Select the following information:

Unit:                        00050 
Ledger:                   ACTUALS 
Fiscal Year:            2008 
From Period:          6

Expected Results: Correct data entry.

 

 
 
Step 4. 

Click                           .

Expected Results: Chartfield Selection page displays.

 

 

Step 5. 

At the Account field and the Fund Code field, check all checkboxes.

Enter or Select the following information:

Account:                522000 
Fund Code:           10020

Expected Results: Correct data entry.
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Step 6. 

Click                       .

Expected Results: Process Scheduler Request page displays.

 

Step 7. 

Click                          .

Expected Results: Trial Balance Report page displays.

Step 8. 

Click                                   to see process running.

Expected Results: Process Monitor page displays.

 

Step 9. 

When Run Status is Success and Distribution Status is Posted, report 
can be viewed.

Click                   .

Expected Results: Process Detail page displays.
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Step 10. 

Click                                .

Expected Results: View Log/Trace page displays.

 

 

Step 11. 

Find the .PDF file. (i.e                                                  )

Click on the link and the report will open.

Expected Results: Trial Balance Report displays.

 

Exercise 6: Budget Status

Add a New Value

Run Control ID:       “Your initials”_BUDGET_STATUS

Budget Status Detailed Information

Unit:  00050 
Ledger Group:  APPROP 
Fund Code:                10020

 

Additional Instructions:

Click                            to view chartfields.

Click on both checkboxes next to Fund Code.

 

GLSC29

GLSC30

Exercise complete.

Commitment Control >> Budget Reports >> Budget Status >> Add a New Value
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Results

If your screen shot doesn’t reflect the one below, please notify the 
instructor.

 

 

Exercise 7 – Budget Transaction Detail

Add a New Value

Run Control ID:       “Your initials”BUDGET_TRANSACTION

Budget Transaction Detailed Information

Unit:   00050 
Ledger Group:   APPROP 
Date From:   07/01/07 
Date To:    11/30/07 
Fund Code:                  10020

Additional Instructions:

Uncheck checkbox for User Budget Overrides.

Click                            to view chartfields.

Click on both checkboxes next to Fund Code.

 

GLSC31

Commitment Control >> Budget Reports >> Budget Transaction Detail >> Add a New Value
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Results

If your screen shot doesn’t reflect the one below, please notify the 
instructor.

 

 

Exercise 8:  
General Ledger – SOIGL011 Query

Step 1. 

Navigate to the following menu path: 
Reporting Tools >> Query >> Query Viewer

Expected Results: Query Viewer page displays.

 

Step 2. 

Enter the following information:

Query Name:         SOIGL011

Click                          .

Expected Results: Query page displays.
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Step 3. 

Click               to run query to Microsoft Excel.

Expected Results: Another window opens and the query parameters 
display.

 

 

Step 4. 

Enter or Select the following information:

Business Unit:                 00050 
From Journal Date:         07/01/07 
To Journal Date:             10/31/07 
Account Greater Than:     5 
Bud Ref:                          2008

Expected Results: Correct data entry.

 

 

Step 5. 

Click                                        .

Expected Results: Results display.
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Exercise complete.




